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        Receipt of Goods Procedure (Chemicals)

1 Purpose

· To prevent potentially dangerous chemicals or unknown packages entering the general office area.

· To ensure sensitive goods are stored in controlled conditions as soon as possible.
· To ensure new chemicals are recorded on the [chemical register/ChemAlert or similar].
2 References

N/A
3 Definitions

· QC: Quality Control department

· MSDS: Material safety Data Sheet

· SOP: Standard Operating Procedure

· CSC: Corrosives Safety Cabinet

· FSC: Flammables Safety Cabinet

4 Process and Responsibilities
	ACTION

	WHO
	COMMENTS

	Goods Received
	All staff
	Package to be inspected for urgent storage requirements

	Goods delivered to lab.
	All staff
	If specific storage required place in CSC,FSC, fridge or freezer

	Goods Assessed
	Staff: non-critical goods

QC: Critical goods
	Package contents list checked against actual contents and original purchase order

	Goods stored
	All staff
	General goods have multiple users e.g. Petri dishes, pipette tips, gloves etc.

Specific goods are project specific

	Goods registered 

· Add to [chemical register]
· MSDS to lab folder
	Lab supervisor to check appropriate MSDS has been printed out then add new chemical to [chemical register]
	Staff member to add new chemical to the [chemical register] and to the initial risk assessment and print out MSDS. Staff member is responsible for generating risk assessment if required.


5 Receipt of materials

On notification of a delivery of materials, the responsible person must receive the delivery as soon as possible. When materials are not going to be inspected and released immediately, place a Quarantine Label on the container and transfer it to the designated secure quarantine location appropriate for the chemical.

Inspect the package to ensure that the correct material has been delivered. Reconcile the delivered goods with the materials ordered on the delivery docket or purchase order request. 
If incorrect material has been delivered, place a Rejected label on the container, leave it in the store room in the designated Quarantine area and contact the supplier to arrange for return the material.

Complete the Material Receipt and Verification Record for the material received in conjunction with the corresponding Material Specification. 

Inspect the outer packaging to ensure that there is no evidence of damage before opening the container/ package. 
If there is damage to the outer packaging, record this on the Material Receipt and Verification Record. The delivery may be accepted if the inner package(s) are in acceptable condition. If material is damaged and unable to be used, follow the process in section 5.2.
For frozen temperature-critical materials check that any ice is still solid or that there is dry ice present. If not, initiate a Deviation Form.
For 2-8°C temperature critical materials check that the contents are cool to touch. If not, initiate a Deviation Form.

Confirm all required documentation has been received and the versions are current.
Where received documents (e.g. Certificate of Analysis or Kit insert) have been updated, refer to the Production Manager to confirm any changes are acceptable. Production Manager signs and dates the updated document and updates the critical material specification if required.

5.1 Release of material

If the goods meet the acceptance criteria of the corresponding Material Specification, apply a completed ‘Released’ label on the outer primary container. Place all released material in the appropriate storage areas.

Where only a part of a delivery is to be released, the boxes / units remaining (not inspected / released) must be labelled with a Quarantine label, returned to the Quarantine area and location details recorded in the comments section of Material Receipt and Verification Record.

5.2 Defective material

For all material that is found on receipt, to be defective and unacceptable for use, personnel must apply a red ’Rejected’ label’. Complete a Deviation Form with the reason for rejection and then store the item in the appropriate ‘Reject’ area.

For temperature critical materials, the Reject location is the respective Quarantine Fridge or Freezer

For non-temperature critical materials the Reject location is in the Quarantine Storeroom.
State the reason for rejection in the additional comments section of the Material Receipt and Verification Record.

For material defects found during use, personnel must;

· Decontaminate (if required) and label all material found to be defective or non- conforming with a ‘Rejected’ label. State the reason for rejection, the date and include their initials on the label.

· Temperature critical and non temperature critical Rejects must be placed in the appropriate Rejects location in the relevant storage areas.

· Where required, double bag all material to prevent leakage.

· Raise a Deviation Form to document the issue and assess implications for product quality and product safety.

· Forward material(s) and the associated Deviation Form to the Quality Nominee for investigation of the problem. 

The Quality Nominee must;

· Notify the supplier of the material, forward a copy of the Deviation Form and return any available material.
· Follow up with the supplier to complete the Material Receipt and Verification Record
Any non-conformances detected on receipt or during use of any critical material that (documented as per the Deviation procedure) must be reviewed as part of the vendor assurance and management review processes.
5.3 Storage and temperature monitoring

The responsible personnel must ensure that;

· All material is stored according to manufacturer’s stated conditions, as documented in the relevant Critical Material Specification. Staff should be familiar with hazard warning symbols and ensure that appropriate containment measures are in place when storing chemicals.
· All stock is checked regularly and stock rotated to ensure items with the shortest expiry limit are used first and any expired stock is removed from storage.
· A ‘Rejected’ label must be applied to all expired goods. All expired stock must be discarded unless approved for use in Research.
All storage areas where materials are stored must be temperature monitored.

If storage conditions are found to be outside the acceptable limits, the Quality Nominee must be informed and the incident reported through the Deviation process.

For unacceptable out of range storage temperatures, the item(s) affected must be quarantined and not used until authorised by the Quality Nominee.

A ‘Quarantined’ label may be placed on, for example, a fridge to quarantine all the materials inside or on individual containers as appropriate. 

The manufacturer / supplier should be contacted to determine suitability of the affected material(s) for continued use. 

If acceptable, request written confirmation from the manufacturer / supplier. Place a ‘Released’ label over the ‘Quarantined’ label of any affected material(s)

If no information is provided by the manufacturer / supplier, assess the continued use on a case by case basis.

If unacceptable, place a ‘Rejected’ label over the Quarantined’ label and discard item(s) as per the facility/institutional waste handling policy.

5.4 Expiry date policy

Where any material received has an expiry date in MM/YY or MM/YYYY format, the expiry date must be assigned as the last day of the month of expiry. 
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